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Budget Application Procedure
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Purpose

• In order to receive Federal funding it is 
the responsibility of the recipient 
organization to submit details explaining 
their budget. 

• This process is completed through the 
following forms, explained in detail on the 
following slides.
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Forms/Worksheets- An Outline

B-10A
B-10B
B-10E
B-12
B-13
B-14
B-15
B-16

Detailed 
Expenditures 
Worksheet-Budget

SF-424
SF-424A
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Managing Your Grant Paperwork

• In order to process your grant paperwork, all 
forms must be filled out correctly.

• This tutorial will explain, in detail, what each 
document is for and how to fill it out correctly.

• If you come across any sections that do not 
seem applicable to you, please call your DOTR 
(district office technical representative) or 
Program Manager in OWBO.
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Worksheets- An Explanation

• Budget Detail Worksheet for a Twelve 
Month Period
– B-10A Key Personnel Information
– B-10B Non-Key Personnel Information
– B-10E Fringe Benefits of All Personnel
– B-12 Indirect Costs (Overhead and General 

and Administrative)
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Worksheets- An Explanation 
(cont’d)

• Budget Detail Worksheet for a Twelve 
Month Period
– B-13 Travel Details
– B-14 Supply Costs (Major Expenses and 

Generalized Basic Expenses)
– B-15 Contractual Details
– B-16 Other Expenses
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Forms- An Explanation

• SF-424- Application of Recipient 
Organization for Federal Assistance

• SF-424A- Budget Information (Non-
Construction Programs)
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Detailed Expenditures 
Worksheet

For the Approval of the Twelve 
Month Budget
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B-10A, B-10B, B-10E, B-13, B-14, 
B-15, B-16

Direct Cost Worksheets
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Make sure you put the 
date—one year 
period.

Make sure you put the 
date—one year 
period.

This is your Notice of 
Award Number

This is your Notice of 
Award Number

Important: Use indicated worksheets 
for listing your detailed costs

Important: Use indicated worksheets 
for listing your detailed costs



OWBO- revised 6-08

Personnel Services

B-10A (Key Personnel Only)
B-10B (Non-Key Personnel Only)
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How is the budgeted total required calculated?

Take the annual salary, divide by 12 to get the monthly 
salary, multiply that by the number of months covered by 
the pay request, and then multiply by the percentage of 
time the person actually spends on the WBC project.

How is the budgeted total required calculated?

Take the annual salary, divide by 12 to get the monthly 
salary, multiply that by the number of months covered by 
the pay request, and then multiply by the percentage of 
time the person actually spends on the WBC project.

Calculation: Annual rate of 24,000    X     3   X  60% = $3,600Calculation: Annual rate of 24,000    X     3   X  60% = $3,600

Essentially, this is supplemental to the Detailed Expenditure Worksheet.  Be sure to list each 
of the key personnel who gets paid out of grant funds—name, title, annual salary rate, 
number of months, percentage of time, and amount to be paid from this award. This is for 
the duration of the project or the year. You MUST submit a up-to-date version of this 
worksheet any time you have personnel changes.

Essentially, this is supplemental to the Detailed Expenditure Worksheet.  Be sure to list each 
of the key personnel who gets paid out of grant funds—name, title, annual salary rate, 
number of months, percentage of time, and amount to be paid from this award. This is for 
the duration of the project or the year. You MUST submit a up-to-date version of this 
worksheet any time you have personnel changes.
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NOTE: Same as B-10A but for 
NON-KEY personnel (those who 
contribute less than 50% to the 
project)

NOTE: Same as B-10A but for 
NON-KEY personnel (those who 
contribute less than 50% to the 
project)
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Fringe Benefits

B-10E (All Personnel)
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List all Fringe Benefits specific to the period 
covered by this request.  Fringe benefits 
should be based on actual known costs or an 
established formula.  Fringe benefits are for 
the personnel listed in Personnel Services 
category and only for the percentage of time 
devoted to the project.

List all Fringe Benefits specific to the period 
covered by this request.  Fringe benefits 
should be based on actual known costs or an 
established formula.  Fringe benefits are for 
the personnel listed in Personnel Services 
category and only for the percentage of time 
devoted to the project.
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Travel

B-13
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Dates should be recorded in 
chronological order.

Dates should be recorded in 
chronological order.

Please be sure to fill out all fields 
completely. Note: This travel worksheet is 
for destinations within the service area, 
as defined in your notice of award.

Please be sure to fill out all fields 
completely. Note: This travel worksheet is 
for destinations within the service area, 
as defined in your notice of award.
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Dates should be recorded in 
chronological order.

Dates should be recorded in 
chronological order.

Please be sure to fill out all fields 
completely. Note: This travel worksheet is 
for destinations outside the service area, 
as defined in your notice of award.

Please be sure to fill out all fields 
completely. Note: This travel worksheet is 
for destinations outside the service area, 
as defined in your notice of award.
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Supplies

B-14
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List items by type (office supplies, postage, 
training materials, copying paper, and 
expendable equipment items costing LESS 
THAN $5,000) and show description.  
Generally, supplies include any materials 
that are expendable or consumed during 
the course of the project.

List items by type (office supplies, postage, 
training materials, copying paper, and 
expendable equipment items costing LESS 
THAN $5,000) and show description.  
Generally, supplies include any materials 
that are expendable or consumed during 
the course of the project.

It is required that you select 
an item type from the drop 
down menu and provide a 
general description of the 
supplies purchased.

It is required that you select 
an item type from the drop 
down menu and provide a 
general description of the 
supplies purchased.

Note: Please keep all receipts.Note: Please keep all receipts.
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Again, it is required that 
you select a description 
from the drop-down 
menu.

Again, it is required that 
you select a description 
from the drop-down 
menu.
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Contractual 

B-15
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Provide company or person name and 
description of the product or service provided 
by the contract (to include consultants).

Provide company or person name and 
description of the product or service provided 
by the contract (to include consultants).
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Other

B-16
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List the items (e.g., rent, telephone, janitorial, 
accounting, etc.) by major type and be sure 
to include a description. For example, 
provide the square footage and the cost per 
square foot for rent, or provide a monthly 
rental cost and how many months to rent.

List the items (e.g., rent, telephone, janitorial, 
accounting, etc.) by major type and be sure 
to include a description. For example, 
provide the square footage and the cost per 
square foot for rent, or provide a monthly 
rental cost and how many months to rent.

It is required that you 
select an item type from 
the drop-down menu.

It is required that you 
select an item type from 
the drop-down menu.
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Total Indirect Cost 
Worksheets

B-12
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Overhead

B-12
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Give detailed information.  
Note: Must be consistent with 
approved budget.

Give detailed information.  
Note: Must be consistent with 
approved budget.

This rate is always 
the same.

This rate is always 
the same.
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General and Administrative

B-12
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Give detailed information.  
Note: Must be consistent with 
approved budget.

Give detailed information.  
Note: Must be consistent with 
approved budget.
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Standard Form 424
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This is the 
project 
director

This is the 
project 
director

Check NONCheck NON

If submitting an option year budget, 
check “continuation”.  For other 
revisions, check “revision” and add a 
brief description of the change, e.g., 
budget adjustment.

If submitting an option year budget, 
check “continuation”.  For other 
revisions, check “revision” and add a 
brief description of the change, e.g., 
budget adjustment.

Do not write in this areaDo not write in this area
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Amounts must 
correspond to the 
amounts on the 
424A, Section 6

Amounts must 
correspond to the 
amounts on the 
424A, Section 6

WBC grant

Cash match
Other cash

Other cash

Other cash and in-kind 
Program income

Add it up

Business training & 
counseling center for women

Business training & 
counseling center for women

Your congressional 
district, if it is different, 
the district where the 
project is located

Your congressional 
district, if it is different, 
the district where the 
project is located

Make sure you answer thisMake sure you answer this

5 9 0 4 3

This number is the Catalog of Federal Assistance 
for the Office of Women’s Business Ownership

This number is the Catalog of Federal Assistance 
for the Office of Women’s Business Ownership
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Standard Form 424-A
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Federal Non-Federal In-Kind Value Program Income

OWBO 59-043

Under Grant Program Function or Activity, 
write “OWBO” and under Catalog of Federal 
Assistance, put 59-043.

Under Grant Program Function or Activity, 
write “OWBO” and under Catalog of Federal 
Assistance, put 59-043.

Remember that Column (1) is Federal Money, Column 
(2) is Non-Federal Cash, Column (3) is In Kind 
Contributions (the dollar value of things you would 
normally pay for that is donated-anything from space to 
computers to paperclips), and Column (4) is Program 
Income (money you make from tuition, selling things, etc.).

Remember that Column (1) is Federal Money, Column 
(2) is Non-Federal Cash, Column (3) is In Kind 
Contributions (the dollar value of things you would 
normally pay for that is donated-anything from space to 
computers to paperclips), and Column (4) is Program 
Income (money you make from tuition, selling things, etc.).

Federal $ + Non-Fed $ + In Kind Value + Prog. Inc. $ = TotalFederal $ + Non-Fed $ + In Kind Value + Prog. Inc. $ = Total
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